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1. Introduction

This user manual addresses the processes necessary to perform Survey &
Certification (S&CEEnforcementunctions in iQIES.

For information on other modules, refer teeference & Manualsn QTSO.

1.1 Getting Started in S&CImportant Information to Know
Belowis important generd informationabout iQIES.

1 Loginto iQIES &ttps://igies.cms.goviwith Health Care Quality
Information Systems (HCQIS) Access Roles and RrdfilePlogin
credentials Refer toiQIES Onboarding Guifiar further information, if
necessary.

1 All screenshots included in this manual contain only test data. Current
screens in IQIES may be different from what is shown in screenshots below.

1 Screenshots are dependent on ugele and may not be an exact
representation.

9 Words highlighted in blue are clickable links.
1 A red asterisk*() indicates a required field.

9 Blank fields may have a limited number of characters allowed in that field.
If so, the character limit is shown onelibottom left. The blank fields may
also be expanded. Click the two°4farallel lines and drag to the right to
enlarge the box. Seeigurel, Expandable Field

N

£
0/255 characters

Figurel: Expandabld-ield

9 IQIES times out after 15 minutes of nonusel reverts to the login pag&e
sure to save data regularly. IQIES remains up and active as long as it is in use.

1 IQIES uses a smart search. Once three letters/digits are typed in the
search bar, resultsra shown based on letters/digits entered. The more
letters/digits entered, the narrower the search. If any of the results is the
correct result, click the resuto open

iIQIES S&C User Manual 1 Manage an Enforcement
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1 Review any yellow/orange notification banners. $egure2, Notification
Banne ¢ KSasS olyySNE OFy o6S Of 2aSR
are resolved.

If there are surveys that occured prior to the newly selected Cycle starting survey, please
verify that these surveys still belong to the enforcement case.

Figure2: Notification Banner

1 Review any Tool Tips fadditional information toperform an actionHover
over thei icon to see the tipTool Tips are in IQIESdommunicate
information. Look for the information icon. Séegure3, Tool Tip Icon.

Cannot be selected because the provider is not pending federal certification,
nor dees it have a not applicable certification status with a Medicaid-19 title.

Initial Certificati

Figure3: Tool Tipicon

1 Below are the gpported browsers for access to iIQIE® not use Internet
Explorer.It is not supportedBe sure tdkeep your browser updated

For best resultsplease use the latest version of these browsers
Chrome
Firefox

The latest versions of the browsers below are also supported
Microsoft Edge
Safari

iIQIES S&C User Manual 2 Manage an Enforcement
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1.2 iIQIESService Center

The IQIES Service Center supports users working within the various IQIES
components: S&C, Patient Assessment, and Reporting

AssistanceAccessing IQIES

TechnicalSupport:

CCSQ Support Central:

More information on iQIES

IQIES S&C User Manual

Contact thelQIESSecurity Official (S@)r your
organization

Contact theiQIES Service Center

Phone 888477-7876 (select Option 1)
Emait IQIES@cms.hhs.gov

Create anewticket or track an existingticket:
https://cmsqualitysupport.servicenowservices.c
om/ccsq support central

Refer to theQIES Tectical Support Office
(QTSO) and th@uality, Safety, & Education
Portal(QSEP)Logging in to HARP may be
required before accessing some documentation
in QTS@nd QSEP

IQIES reference materials include:

Links toTrainingVideosfor providers
Assessment Managemehitser Manual
Quick Referenc&uides

Onboarding Guide

Managing User Information

Other helpful IQIES material

IQIES training materials on QSEP inclh&€
Foundation Series Videos

T
T
T
T
T
T
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1.3 Roles and Permissions

IQIES roleallow users to access information pertinent to their area of work. The
examples provided in this document pertain$&Candrequire a State Agency or
Centers for Medicar& Medicaid Services (CMS) role with the capability to view
or edit this information.

Permissions are ultimately governed HARRaccess privileges. Contact the SO for
your organization or the iQIES Service Center for issues relating to access and
permissiors. Refer to thelQIES User Roles Matfor detailed information on

roles.

For additional help, refeto https://igies.cms.gov/igies/helmr click the help icon
in the top right corner of the screen, ségure4, Help Iconfor further
information.

@ | A rat v

Figure4: Help Icon

iIQIES S&C User Manual 4 Manage an Enforcement
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1.4 WorkloadManagement

Workload Management is a tool used to track and display data for individual
users. It consolidates information and processes into one area so that the user
can see at a glance what actions must be performed.

Note: Workoad Management is limited to the State Agency General User and
CMS General User roles.

1.4.1 LogintoiQIES. The landing paisplayshe Workload Management
tool. SeeFigure5, Workload Management Landing Page.

Note: TheWorkload Managemenanding page defaults to active
tasks. Click theist Viewdrop-down and selecClosed tasks$o
view completed tasks.

' |Q I ES Survey & Certification w Reports v Dashboards + Administration w (3 Danas. v

Welcome, Dana

My Tasks

Providers Surveys Intakes Enforcements

List View

Active tasks ~

Provider . ID Provider Type Certification Status Assigned Tasks

Haven Hospice FACID 1Q00000001283003 Hospice Pending Certification Branch Approver, Provider Maintenance
4200 SW 9TH BLVD
Gainsville, Florida 32606

Figure5: Workload Management Landing Page

Note: Click the IQIES logo on the top left of s@een oHometo
return to the Workoad Management landing page at any time.
SeeFigureb, IQIES Logo

® iQIES

Search

Figure6: IQIES Logo
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1.4.2 Review tasks. Click each t&tr@viders Surveysintakes
Enforcement$ to review tasks. Sekable 1: Workload Management

Data Displayor details on when data is displayed.
Tablel: Workload Management Data Display

Tab Data Displayed When User Is:
Providers 1 Responsible Stafér a provideror
1 Survey team member for a survey for a provid
Surveys 1 Responsible Stafbr a survey or
1 Surveyteam member
Intakes 1 Responsible Staff for an intake or
1 Survey team member for a survey associated
an intake
Enforcementg Responsible Stafér an enforcement

Notes:

1 A blueNewin an oval shape (pil)nderthe ID indicates that the
& dzNJ3 S & Q AlewaSédrFigudzd, Nel MNotification.

Intake ID

CamplaiA&?GA-

Figure7: New Notification

9 If there are no tasks, then a message appears below the selected
tab. Sed-igure8, No Active Task$or an example from the
Providerstab.

Figure8: No Active Tasks

IQIES S&C User Manual 6 Manage an Enforcement
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2. Manage anEnforcementOwverview

An enforcement cannot be implemented until a survey has been submitted for a
certified provider.

Contact thelQIES Service Centerdelete an enforcement.

The letter that follows th&enforcement IDshows whether the enforcement is a
federal ) or state § enforcement. Se€igure9, Enforcement 1D

Enforcement 165202-F |

Figure9: Enforcement ID

3. Search for areEnforcement

Purpose Tosearch for arenforcement

3.1 Go toSurvey & Certificatiorat the top of the IQIES home page. Click the
arrow to open the dropdown menu.

3.2 ClickSearch TheSearchpage opens.

3.3 ClickEnforcementgab on the Searchpage. Seé&igurel0, Enforcements
Search

Search

Providers Surveys Intakes Enforcements CMPTS Cases

Search for Enforcements

Enter case |D, CCN, provider name, or survey ID

> Show Advanced Search €

Figure10: Enforcements Search

Note: ClickShow Advanced Seardbr a more detailed searciRefer to
step 3.2 for details.

iIQIES S&C User Manual 7 Manage an Enforcement
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3.4 ClickShow Advanced Seardb open theAdvanced Searctrop-down
menu and narrow the search criteria. Seigurell, Enforcements
Advanced SearclOtherwise, go to stef.3.

Note: ClickHide Advanced Seardo close theAdvanced Searcihnenu.

Search

Providers Surveys Intakes Enforcements CMPTS Cases

Search for Enforcements

Enter case I, CCN, provider name, of survey ID

~ Hide Advanced Search (—

CATEGORY STATUS PROVIDER INFO SANCTION
Enforcement Type Enforcement Case Status Provider Type Sanction Type
Select one v Select one v All % Select.. x Select
Select one or more Select one or more

[] only show enforcement cases

containing lJs State Sanction Status In Effect

Virginia x  Select b Select...

[] only show enforcement cases
containing an appeal

Select ane or more Select one or more

START DATE RANGE

Enforcement Start Dates
SURVEY EXIT DATE RANGE

From
Dates with | Conditions Tags
Cited
To
From
To

/
|m Reset

Figurell: Enforcements Advanced Search

3.5 Typecase ID CCNprovider name, orsurvey ID ClickSearch The provider
information shows below

3.6 Click the enforcement number to view basic informati®heBasic
Information window opens with atatus, enforcement type, transfer
information, surveys and cycle start datgeeFigurel2, Enforcemend Basic
Information

IQIES S&C User Manual 8 Manage an Enforcement
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| Basic Information Basic Information I

Responsible Staff

Status Open - CMP Collection
Nurse Aide Training Ban
Enforcement Type Federal
Sanctions
Transferred To RO No information
Civil Money Penalty
Added Surveys D2F86-H1 [ - Starting Survey
Appeal
Cycle Start Date 10/29/2021
Letters
MNotes
Attachments

Figurel2 Enforcemens Basic Information

IQIES S&C User Manual 9 Manage an Enforcement
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4. Add an Enforcement

Purpose To addan enforcement
Notes:
1 To add a new enforcement, tHellowing conditions must be met:

0 A certified provider

0 Asurvey with deficiencies with locked citations that has not been added to
a different enforcementOnly one survey can be designated as the starting
survey.

1 TheStarting Surveys the survey usetb create an enforcement casés exit
date is the start of the enforcement cycle

I Contact theQIES Service Centerdelete an enforcement.

4.1 Click the desired provider record. TReovider Historypage opens. For
more information on searching for and accessing a provider, refer to the
Manage a Provider User Manuwani QTSO.

Note: It is also possible tdick the provider from théasic Information
page to operProvider History

4.2 ClickAdd Enforcemenon the Provider Historypage SeeFigurel3, Add
EnforcementTheBasicinformation window opens with a list of available
surveys.

Recent Enforcements

&

Add Enforcement ‘

Figure1l3: Add Enforcement

4.3 Select one or more surveys. Ségurel4, Add Basic Information for a New
Enforcement

Notes:

1 Onlyone survey can be designated as the starting survey

1 When a survey haslemo under theDeficiencycolumn, the only
citation is the CM&567 (initial comments).

1 Dates are system generated.

iIQIES S&C User Manual 10 Manage an Enforcement
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4.4 ClickSave SectionTheBasic Informationwindow updates.
Notes:
Clck Editon the Basic Informatiorpage to make edits, if necessary.
TheTransferred to R@ield is only available t8§ AGUs

Basic Information

Enter the basic information for this enforcement.

All required fields are marked with an asterisk ()

Enforcement Type *

O Federal

State (@

Transferred to RO

10/05/2021

MM/DDMAYYY

Add Surveys *

Add surveys to this enforcement cycle and indicate the starting survey.

Survey Survey Exit . )
Select D Category Date Status Deficiency Starting
[] 9AA03- Recertificat  01/31/2  Statement Condition
H1 [ ion 021 of
Deficiencies
sent

Cycle Start Date *

MMIDDMAYYY

‘/‘

Save Section Cancel

Figurel4: Add Basic Information for a New Enforcemnten

IQIES S&C User Manual 11 Manage an Enforcement
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5.

Responsible Staff

Purpose To add newgdelete, or view existing staff responsible for the

Note:

5.1

5.2

5.3

54
5.5

enforcement
Responsible Staff are HARP ID users.

ClickResponsible Stafbn the left menu. Th&esponsible Stafcreen
opens. Seé&igurel5, Enforcementfkesponsible Staff

Basic Information ResponSible Staff

. Add and manage the responsible staff for this enforcement.
Responsible Staff

Nurse Aide Training Ban
Add Staff

Sanctions

Civil Money Penalty 3 Staff Members

Appeal
Primary Name * Actions
Letters

Delete
Notes |:| Lt

Attachments test2.SA.Andrea.Florida, Pat Delete

Figurel5: Enforcements Responsible Staff

ClickAdd Staffto add responsible staff. The Add Responsible Staff page
opens.

Typelastnamein text box undeiLast Name Add first name to narrow
down the results, if necessary.

ClickSearch The search results appear below.

Check the box undeéBelectnext to the correct name. Clickave A green
notification box appears at the top of the screen, verifying the member was
successfully added. Séggurel6, Survey Team Member Successfully
Added

@ 1 5urvey Team member successfully added

Figurel6: Survey Team Member Successfully Added

iIQIES S&C User Manual 12 Manage an Enforcement
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Notes:

1 The case creator is a default staff member.

It is only possible to add staff that arethre list of staff members.
It is not possible to select options that are greyed out.

Only one staff can be primary.

= =42 =4 =2

Click the arrow next ttlameto sort names in alphabetical or reverse
alphabetical order.

5.6 Verify the staff member was added.

5.7 ClickDeleteunder Actionsto delete a staff member. A confirmation pap
window opens.

5.8 ClickDelete SeeFigurel?, Delete aResponsible Staff

x

Please confirm you want to delete this responsible staff

member. /
| Delete | Cancel
—

Figurel7: Delete a Responsible Staff

5.9 Verify that theResponsible Staff is no longer on the list.

IQIES S&C User Manual 13 Manage an Enforcement

Version 1.0 January23, 2023



CMS iQIES Survey & Certifiddinage an Enforcement Manual

6. Nurse Aic Training Ban

Purpose Todocumenta two-year ban ora Home Health AgendgifiHA that
provides nurse aide training and/or competency testing

Note: A permanent record of the ban remains in teggstem and is shown on
the Nurse Aide Training Ban page

6.1 Add Nurse Aide Training Ban

6.1.1 ClickNurse Aide Training Baon the left menu. Thé&lurse Aide
Training Barscreen opens. Sdeigurel8, Nurse Aide Training Ban

Basic Information Nurse Aide Training Ban
; Viiew, manage, and add Nurse Aide Training Bans.
Responsible Staff
I Nurse Aide Training Ban
Add Ban Record
Sanctions

Civil Money Penalty
Appeal

Letters

Notes

Attachments

Figurel8: Nurse Aide Training Ban

iIQIES S&C User Manual 14 Manage an Enforcement
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6.1.2 ClickAdd Ban RecordThe Nurse Aide Training Ban form opens. See
Figurel9, Nurse Aide Training Ban Form.

Nurse Aide Training Ban

All required fields are marked with an asterisk (*)

Nurse Aide Training Loss *
(@LL

() Yes

() Potential

O Mot Provided

Loss Effective Date End Date

MM/DDMYYYY MM/DOAYYY

Training Ban Notes:

/ ‘

Figure19: Nurse Aide Training Ban Form

6.1.3 Fill out information.

Note: Loss Effective Datand End Datecan only be filled out when
Yesor Potentialis selected.

6.1.4 ClickSave The form closes and the Nurse Aid Training Ban
information is shown on the screen

IQIES S&C User Manual 15 Manage an Enforcement
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6.2 View Nurse Aide Ban Notes

Click the caret next to th8tatus to viewBan Notes SeeFigure20, Nurse
Aide Training Bahotes

\/
Current Yes

Nurse Aide Training Ban

View, manage, and add Nurse Aide Training Bans.

Atatus Training Loss

Effective Date
05/01/2022

End Date

09/01/2024

Enforcement

247602-F

Ban Notes

A two-year waiver is under consideration.

Figure20: Nurse Aide Training BaNotes

6.3 Edit a Training Ban

6.3.1 ClickEditnext to the travel ban that needs to be updated. Therse
Aid Training Bampage opens and can be editégeeFigure2l, Edit
Nurse Aide Training Ban.

Note: Statusmust beCurrentfor a training ban to be in edited.

Status
? Current

Status
> Inactive

Status
> Inactive

Training Loss

Yes

Training Loss

Yes

Training Loss

fes

Nurse Aide Training Ban

View, manage, and add Nurse Aide Training Bans.

Effective Date
09/01/2022

Effective Date
05/18/2022

Effective Date
04/06/2022

End Date
05/01/2024

End Date
05/18/2022

End Date
04/06/2022

Enforcement

247602-F

Enforcement
235B13-F

Enforcement

241245-F

\

Edit

Figure21: Edit Nurse Aide Training Ban

6.3.2 ClickSaveto save edits.
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7. Sanctions

Purpose To view add, or manage sanctiorand enforcement actions, including
Civil Money Penalties (CMP), traigjriransfer, suspension,
terminations, and other remedies

Note:  The history of a sanction termination can be viewed.

7.1 Add or View a Sanction

7.1.1 ClickSanctionson the left menu. Th&anctionsscreen opens. See

Figure22, Sanctions

Basic Infarmation Sanctions

Responsible Staff

Nurse Aide Training Ban
Add Sanction

I Sanctions

Civil Money Penalty 2 Sanctions

Appeal
Type In Effect
Letters Civil Money Recom-
»  Penalty mended
Notes
Attachments
Type In Effect
Termination  Recom-
»  at 90 days mended

View, manage, and add sanctions for this enforcement.

Sanction
Start Date

01/05/2022

Sanction
Start Date

01/05/2022

Sanction
End Date

No

information

Sanction
End Date

06/15/2022

State Rec-
ommended
Effective
Date

04/14/2022

State Rec-
ommended
Effective
Date

03/17/2022

Figure22: Sanctions

7.1.2 ClickAdd Sanctionto add sanctions.

Note: Click any sanction to view.

Thadd Sanctionpage opens.

7.1.3 SelectTypefrom drop-down menu. Se€&igure23, Add Sanction

Notes:

1 Fields may differ with each sanction.

1 Duplicate sanction types cannot be added.
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Basic Information

Responsible Staff

Nurse Aide Training Ban
I Sanctions

Civil Money Penalty

Appeal

Letters

Notes

Attachments

Add Sanction

Add sanctions to impose an enforcement action against this provider.

All required fields are marked with an asterisk (*)

Type *

Select one

State Recommended Effective Date *

MM/DDAYYY

In Effect
Recommended

Sanction Start Date

1211172018

MM/DDAYYYY

Comments

Type here

Dsvocore ——— )

Directed Plan of Correction

Temporary Management

Directed Inservice Training —
Civil Money Penalty

CMS-Approved Alternative or Additional State Remedy

Suspension of Payment For New Admissions

Transfer of Patients and Closure of Agency

Termination at 23 days

Termination at 90 days

Termination at 6 Months
5

Sanction End Date

MM/DDIYYYY

N

“ Cancel

Figure23: Add Sanction

7.1.4 Fill out theinformation.

7.1.5 ClickSave TheSanctionsvindow updates with the new sanction.
7.1.6 Verify the Sanction was added.

Note: Theln Effectselection is always set Recommendedor a
State Agency General User. Only a CMS General User can
change thdn Effectstatus.

IQIES S&C User Manual
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7.2 Edit a Sanction

7.2.1 ClickEditon the Sanctiongpage. Theéedit Sanctiorpage opens. See
Figure24, Edit Sanction

Edit Sanction

Ml reguired fields are marked with an asterisk ()

Type *
Termination at 23 days W

Stare Recommended Effective Date *
MM/DDYY

Im Effect *

O ves

(@

() Recommended

() #wainng appeal outcome

() Pending

() warning

Sancrion Start Date Sanctlon End Dare
12N 2008

MDDy MMDON T

Qutcome
|| Remaved 23 day rack complete

D || Remnains

CoMm Mments

Tyne hers.

Figure24: EditSanction

7.2.2 Edit form.
Notes:

1 Only a CM&eneral Usecan change thén Effectstatus

1 SelectWarningif the imposition notice states that a sanction may
be imposed

9 Outcome selections vary depending $anction Type
7.2.3 ClickSave The updated sanction shows on tBanctionpage.
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7.3 Delete a Sanction

7.3.1 ClickDeletenext to the specific sanction on tt&anctiongpage. The
Delete pop-up window opens. Seleigure25, Delete a Sanction Pep
up Window

Please confirm you want to delete this sanction.

Delete Cancel

Figure25: Deletea SanctionPop-up Window

7.3.2 ClickDeleteto confirm the deletion.

Note: If a sanction is part of an open sanction, it cannot be deleted
and theDeletechoice is greyed ouit.
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8. Civil Money Penalty

Purpose To addand manage CMP amounts and payment details for a CMP
sanction.

Note: CMPTS cases are tracked at the enforcement level, not for each
individual CMPEFor more information on CMP and CMPTS cases, please
refer to the Manage a CMP/CMP hanual.

8.1 Add a CMP

8.2.1 ClickCivil Money Penaltyn the left menu. Th&€ivil Money Penalty
screen opens. Sdegure26, Civil MoneyPenalty

Basic Information Civil Money Penalty

View, manage and add Civil Money Penalty (CMP) and Civil Meney Penalty Tracking System

Responsible Staff (CMPTS) cases for this enforcement.

Nurse Aide Training Ban

CMPTS Case

Sanctions
Civil Money Penalty
CMPTS Number Date Generated
Appeal
2021-04-HHA-013 07/30/2021
Letters

Motes

Attachments CMP List

8 CMPs

Figure26: Civil Money Penalty

8.2.2 ClickAdd CMPto add a CMP. Thadd Civil Money Penaltypage
opens.

8.2.3 Select a survey from th8urveydrop-down menu. Se€&igure27, Add
Civil Money Perlty.

Note: The linked survey must have citations.
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Add Civil Money Penalty

All required fields are marked with an asterisk (*)

Survey *

Selectone hd |

The survey visit during which the instance
was cited

CMP Type *
O Per Instance

O Per Day

In Effect

Recommended

Imposition Notice Date *

MM/DDYYYY

Figure27: Add Civil Money Penalty

8.2.4 Fill out the rest of the form.
Note: Additional fields populate depending &@MP Typeselection.

8.2.5 ClickSave TheCivil Money Penaltyindow updates with the new
CMP.

8.2.6 Verify the CMP was added.
8.2.7 Click the CMP to view or edit the CMP. Seapire28, CMP Details
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< Return e Civil Money Penalty

Per Day ($250.00) - G0350

CMP Type Per Day

Added By State Agency

Survey QBITF-HI (124312020}

Related Cltations Q0350 - 48440 - Release of patent eencifable OASIS Infa.

Start Date 124312020

End Darz Ne infarmation

Per Day Amount 250,00

CMF Total Ne fnfarmation

Total Amount Dues =) Np infarmation

In Effect reommenced  Click arrow for details about each section

Impesition Notice Date 10

7 Payments

» Offsers & Treasury
o Serlement & Write-off

»  Bankruptcy

Figure28: CMP Detall
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8.2 Edit a Waiver

8.2.1 ClickEditon Waiver, to edit a waiver. SeEigure29, Edit a Waiver
Edit Waiver

All required fields are marked with an asterisk (¥)

Appeal/Appeal Waiver Due *

12/04/2021

D Appeal Waiver W
|§ “ nce'

Figure29: Edit a Waiver

8.2.2 Fill out the information
8.2.3 ClickSave The CMP list updates.

8.2.4 ClickEditon Payments to edit a Payment. Sdagure30, Edit a
Payment
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Edit Payment

All required fields are marked with an asterisk [*)

Payment Status

MNone Yet ~

State Collection ID Collection Motice Date *

MMDDAYYY
Payment Due Date *
MM/DDAYYYY
Medicare Interest Due Medicaid Interest Due
% 3
Total Amount Due $0.00
Payment Received $0.00
Balance Due $0.00

CMP Fully Paid Date

MMDDAYYY

Medicaid Portion Received by Medicaid Portion Amount
State Received

MBMADDAYYY /

Cancel

3

Figure30: Edit a Payment

8.2.5 Fill out the information
8.2.6 ClickSave The CMP list updates.
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9. Appeal

Purpose Toadd or manage survey and enforcement remedy appeal and court
hearing information

Note:  Only one appeal can be added.

9.1 Add an Appeal

9.1.1 ClickAppealon the left menu. Thédd Appealscreen opens. See
Figure3l1, Add Appeal

Basic Information Add Appeal

Add an appeal and hearing case to this enforcement.
Responsible Staff

Sanctions All required fields are marked with an asterisk (%)

Civil Money Penalty Appeal Type *

Medicare
I Appeal O
O Medicaid
Letters O Licensure
Notes
Acknowledged to Facility Date
Attachments

MMDDAYYY

Initial Hearing Request Received by

Select one v
Initial Request Received Date

MM/DDYYYY

Forwarded to Departmental Appeals Board
Date

MM/DDAYYY
Appealed Surveys ¥
Select Survey ID Survey Category Start Date Exit Date

98377-H1 [} Recertification, Complaint 12/24/2020 12/31/2020

Appealed Sanctions *

Select

[ s~ |

Figure31: Add Appeal

9.1.2 Fill outas much information as possible.

9.1.3 ClickSave TheAppealwindow updates with the new appeal. See
Figure32, Appeal
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Appeal

Appeal Type

Acknowledged to Facllity

Initial Hearing Request Recelved by
Initlal Request Recalved Date

Appealed Sancrions

Appealed Surveys

Add Survey

B SBETT-HI (12/31/2020)

Legal Actions

Add Legal Action

Thers are fo lagal actions far Ehis spoas

Injunction

sought Federal Injunctien

Medicare

091 6/2021

Departmental Appaals Board
RN 302

= [drected Insendce Training

Np

Figure32: Appeal
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9.2 Edit an Appeal

9.2.1 ClickEdit, to edit the appeal.

9.2.2 ClickAdd SurveynderAppealed Survey# add additional surveys.
TheAdd Survey to Appegbage opens.

Note: Only available surveys are shown.

9.3 Add Legal Action

9.3.1 ClickAdd Legal Actioto add legal action. Sdeigure33, Add Legal

Action

Add Legal Action

Appeal Details

Appealed To *

Select one

Hearing Details

Government Attorney
Use Existing
© Add New

Attorney Name *

Attorney ID *

Docket/Case Number

Begin Date

MDD

Outcome

Select one
Settle/Withdraw Date

MDD

Final Decision Date

All required fields are marked with an asterisk (*)

MDD /

Appeal Date *

MMDDATY

Figure33: Add Legal Action
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9.3.2 Fill out as much information as possible.

Note: SelectUse Existinginder Government Attorneyto select from
a list of attorneys that were prgously entered.

9.3.3 ClickSave The Appeal page updates witkegal Actiorinformation.
9.3.4 ClickEditto edit the injunction. Thd=dit Injunction page opens.

9.3.5 ClickSought Federal Injunctiobox. Sed-igure34, Edit Injunction.
Thelnjunction Granted DateandLast Date of Injunctiorthen open
and can be edited.

Edit Injunction

Sought Federal Iriurcticnh‘

Injunction Granted Date

Last Date of Injunction

4—-—

can( e'

Figure34: Edit Injunction

9.3.6 ClickSave The Appeal page updates witljunction information.
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10. Letters

Purpose To add, upload, generate a letter from an existing template, edit a Letter
Overview, delete a lettelor add recipients to a letteNonstandardized
templates can be edited in the Letters sectimiithe applicald® S&C area
(providers, surveys, intakes, enforcements)

Note: Letter templates are created e Letter Template Management
section. Revieis&C User Manual: Letter Template Managenfent
more information

10.1 Add/Upload a letter
10.1.1ClickLetterson the left menuto go toLetters SeeFigure35,
Enforcementd.etters
EBasic Information Lette rs
) Add and manage the letters for this enforcement, by uploading letters or generating letters
Respansible Staff from available templates.
Nurse Aide Training Ban
Sanctions [ Add Letter |
Civil Money Penalty
2 Letters
Appeal
I Letters Letter Name Date Created : Status Actions
Notes Test Letter Name 02/28/2022 2:15 PM No information Actions ~
Attachments
Test Letter 02/09/2022 10:50 AM No information Actions ~

Figure35: Enforcements Letters

10.1.2ClickAdd Letter. TheLetter Overviewwindow opensSeeFigure36,
Enforcementd.etter Overview.
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Letter Overview

Al required fields are marked with an asterisk (*)

Letter Name *

07255 characters

Letter Description

07255 characters

Status

Select one ~

Federal / State Licensure

l:‘ Federal

l:‘ State Licensure

Letter Category

Select..

P

Figure36: Enforcements Letter Overview

10.1.3Fill out theinformation.

10.1.4ClickSave The information updates in a new screen. Segire37,
Letter Attachment and Recipient

Return to Letters

Letter: Test Letter 2 @ Letter Name |

Overview

Description test letter

Status Draft
Federal/State Licensure Federal

Date Created 10/04/2021 5:33 PM
Letter Category Request POC
Attachments

| Upload Letter | | Generate from template

There are no attachments for this letter.

Recipients

Add Recipient

There are no recipients for this letter.

Delete Letter

Figure37: Letter Attachment and Recipient
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10.1.5Scroll down tcAttachments ClickUpload Letterto upload a letter
from the computer.

10.1.6ClickSelect FileThe Windows Explorer window pops up. For Mac
users, the Finder window pops up.

10.1.7Select the file to be attached. CliGpen The file is attached and
ready to be saved.

10.1.8Type a file desgption in theFile Descriptiorfield, if desired.
10.1.9ClickSave The letter is attached to thsurvey
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10.2 Generate a letter from an existing template
10.2.1 ClickAdd Letter ThelLetter Overviewpage opens.

Note: If there is already an existing letter that can be reused, click
Generate from templateunder theActionsdrop-down menu
and go to sted 0.2.5.

10.2.2 Type the letter name unddretter Name Add additional
information, if desired.

10.2.3 ClickSave TheLetter: [Template Name]page opens.

10.2.4 ClickGeneratefrom template under Attachments SeeFigure38,
Generate from Templatd.heSelect a templatgpage opens.

Attachments

‘ Upload Attachment H Generate from template

Figure38: Generate from Template

10.2.5 Click the circl@mext to the desired template. Sdagure39, Add
Letter Template

Select a template cance
/
1- 20 of 650 Letter Templates Search for template P | Cilter by keyword O,
ID Letter Template Name © Description Standardized
o UPMS 1630 Enforcement test No
O L1GF 1675 Enforcement test No
O 258Q 1862 Enforcement Hide Print Preview button No
tandardizad templats A8,

Figure39: Add Letter Template

10.2.6 ClickNext TheGenerate attachment from templatgage opens.
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10.2.7 Update the template as desired. SEgure40, Letter Template

Notes:

1 The template can be modified. Textholders can be removed,
words can be edited and update8eeAppendix B, Enforcement
Textholder Texfor a list of textholdersBe aware that the text
changes apply only to the current letter and not to the template.
Refer toLetter Template Managemepto edit the original
template.

9 Standardizedemplates cannot be modified in thieetters
sectionof any S&C aregioviders,surveys,intakes,
enforcements) To modify a standardized template, the
template owner must edithe template inLetter Template
Management
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Figure40: Letter Template

1.

Print Preview ClickPrint Previewto preview the .pdf version of the letter. The
letter can be downloaded frorRrint Preview if desired.

2. File Name Edit the name, if desired.

3. Description Enter keywords, if desired. Keywords are descriptive words that

help the user find the content. Fexxample, the template title might be

G! yadzoadlyaAalriSR /fIFTAYZE YR GKS (Se@
the keywords with a comma.

Editor. The editorallows content to be editedncluding formatting, bulleting,

etc. SeeAppendix A, Tips and Tricks for Working in a Tempfatedetails on

each icon in the editor.

Letter: Shows how the letter looks. Verify inputs. Make any changes for
nonstandardized templatg if desired.

Generate attachmentClickGenerate attachmento create a .pdf that
attaches to provider/survey/intake/enforcement record.
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